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CAROL,
SCHEDULE ~ WHAT'S
A STAFF THE
MEETING. TOPIC?
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wwnw dilbert.com  scottadama® salesm

I PLAN TO FUSE SIX
SIGMA WITH LEAN
METHODS TO
ELIMINATE THE GAP
BETLEEN OUR
STRATEGY AND OUR
OBJECTIVES.

a1 BT Seott Adama, Inc. S DiEL By UFS, Ing.

TLL JUST
SAY
“WASTE
OF TIME.”

|

'~.

.
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ONY EXPRESS

St. JOSEPH, MISSOURI to CALIFORNIA
in 10 days or less.

[ WAWN TED =)

YOUNG, SKINNY, WIRY FELLOWS

not over cighteen. Must be expert
riders, willing to risk death daily.
Orphans preferred.
Wages $25 per week.

APPLY. PONY EXPRESS STABLES
) St JOSEPH, MISSOURI
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Work Flow Management:

The Old Way

I CAN TEACH

YOU TO MANAGE
YOUR TIME MORE
EFFICIEMNTLY.

Broitadmme el eom

wwnwi dilbert.com

PUT ALL OF YOUR
HIGH PRIORITIES
ON ONE LIST AND
YOUR LOLJ

PRIORITIES /’

ON ANOTHER.  [“g |
L I N
/ ET

|.1:'7'!|:.| T 2001 United FPepturs Syndicais, Inc

THEMN DO EVERNTHING
OM BOTH LISTS EVEM
IF IT KILLS YOU,
OTHERWISE YOU'RE

A FREAKIMN f/"_‘“'
LOSER.

Copur-ight 2 28681 United Feature Syndicate, Inc.



The Toyota Way

Problem
Solving

People &
Partners
Process
(Eliminate Waste)
Philosophy
(Long-Term Thinking)



Architecture



The 5S Workspace’>




The 5S Workspace?
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Simple Collection Points
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Reference files Working files




| Fle B4 wview  Favoriees  [ools Relp

eﬂack A \H_JI LE f.__j Search ‘H?‘ Folders

I "l*-

Address B My Documents

Folders X
@Desktnp ~ — —
= L) My Documents —;J —’J
= ) 1 WORKING l 1
= ) Clienks

|0 GE Healthcar
I5) WYC Dep't of Hed

) UCSF
i) Vistage
) WL Gore

I0) Forms

IC7) Presentations

1) Writing

s
=) Clients

I) Fenwick & West

|7 GE Healthcare

IEI F.aiser Permanente

1) United Way

) WER Assoc

= |3) Financial

I_) Bank Stateme

1) Eills
) Wehsite

=] 3 ARCHIVE

) Legal
I) Tax Skuff

1 WORKIMG £ REFERENCE

3 ARCHIVE



: Fle Edit Yew Go Tools

P pdbew v |

3 K| Reply

fckions  Help

4 Reply to Al

Forward | —j Send/Receive | E;}Fi_nn:l = | [ Type & contact ko

Favarite Folders

L] Inbox {39}

All Mail Folders

= E6F personal Folders
fa) Deleted Ttems

Arranged By Dakte Mewest on tap

| Chris Lynch Thu 7:35 AM
Re: possible dates for training & dinner

| Tim Walker Thu 7:12 AM
Re: reqgarding wour latest post on waste, ..

Thu 6:45 AM

L~ Sent Ikems

=l =y Archive Folders
(a) Deleted Thems
4 [ Inbox

Lyl Search Folders

L7 Drafts | Maura Kennelly
= L_.] Inbox (33) < e Dizease Worklean Training
= [ Clients | NMWLEANT@YaHoogroups.com Thu 5:19 A...
| Dept of Health MWwWLEAM: D#Gest Mumber 1574
| Gore
[ LEI = Wed
e ] pssinger, William D.  Wed 10:22 PM
| Garden Project RE: Jim Callins
Junk. E-mail
'_"! L Eomal Y | Rodger Cole Wed 10:13 PM
L] Ok

RE: possible dates For us ko meet

| robot@timebackmanagement.com We...
[tirmeback] somebody just completed the Tim. ..

| Chris Lynch Wed 5:59 PM
Re: possible dates For training & dinner

] Matthew Cornell Wed 7:21 AM
kesk-run of updated audio logo (and marketi, ..

=l Tuesday

P

Jim Collins
A Kissinger, William D

Dian Markowitz
josh.groves@yahoo, com

IE_ﬂhiissinguan Thi

Greetings Dan. Great
houze. My bhrother Ti
am, iz wrestling witl
bheen restructured out
a Harvard B-School g
found his niche. He'
industries and done
really grabhed

him. I'we attacher

Tom has bheen thinkine
from New Jersey whers
[2ound=s like wour
trajectory!) Anvyway,
Mill Valley, thought
former E-3chool
wentor Jim Collins.
willing to make



Responsibility Map

Territories
East
West
South
Projects Sales Meeting
Commissions Golf outing
Special orders glpoeS:(?hUt pricing
Budget Committees
Current year gel:llce)%gde
Next year
Community Key Accounts
Turkey Trot 10K Foot Locker
One-Shoe Crew Meetings Kohl's

Road Runner

Executive team
Sales team
Inventory control




Ight Entropy
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Process



No Process, No Flow

Production
r Decreases
Backlog Concentration
Increases Decreases

Stress
Increases

YN J




Process.
Don’t “check.”



( You can be the decider, too!




Dump
Delegate
Do
Designate

(now)



Keep value moving forward.

(It's a value stream, not a value lake.)



Worst - First.

&8
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Live In your calendar.

(Not your inbox.)

WHEN YOU'RE A LAZY
BEAVER, YOU TRY

TO FIND SHORTCUTS
AND TRICKS TO GET
YOUR WORK DONE.

I 60T THIS DAYTIME
PLANNER TO ORGANIZE
MY DAY MORE
EFFICIENTLY.

© 1992 United Fealure Syndicale. Inc

BUT ALL IT DOES IS
SIT THERE.

LOOKS LIKE
YOU GOT A
BAD ONE.




| Calendar - Microsoft Qutlook

File Edit Wew Go Tools

actions  Help

?]

| Preferences | Mail Sefip |

ail Format || Spelling | Security | Other

/7
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@)

_2 '%I [ ]Empty the Deleted Items folder upon exiti
Makﬂ Cutlook \he default prograrm For #Fmail, Conkacks, and
1 Calendar,
1
o [ Maigation Pane Opghons. .. ] [.ﬁ.dvanced Options. .. ]
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| |
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[ Autohrchive. ..

]

Feading Pane

Cuskamize options for the Reading Pane,

Person Marmes

[ Reading Pane. ..

]

Q‘ Enable the Person Mames Smart Tag
Display Messenger Status in the

Fraom Figld

[El S Find | [(§] Tvpe acontacttofind - | @ !

Wednssday, Der 15

Thisdaw, Der 14

Advanced Options

General sethings

rkup in Ehis Folder: | Inbox

When selecting text, a

“Warn before permanently deleting ikems

[CProvide Feedback with BT (e @ mel i [=1]

Shiow Paste Options b
Lse Unicode Message F
[ ]Enable mail logging (trd
[ allow script in shared F
allows scripk in Public Fo

Appearance opkions
Dake MNawvigakor: Fon

when viewing Notes, 5

Task warking hours per da

Task warking hours per ws

[

Reminder Options.
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[ Zancel ] Apply
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December 11 - C

Friday, [

= (@' Personal Folders

[%5] Contacts @

(&) Deleted Items

L7 Drafts

E Inbuo

@ Journal
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lo | Motes

[ Cutbo

[ Sent Ttems

& Tasks

[ Search Folders
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] [ Cancel
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Inbox - Microsoft Outlook

. File

Edit  Wiew

Go Tools

actions  Help

lMew ~ | =4 LA * | L&‘.R_epl‘:.-' ﬂﬂeplv ko Al -L-%‘, Forward | :j Send{Receive - | E;}Fi_nd L%z | G Typeacontacktofind = | (@) !

4

Zalendar

Cpen a Shared Calendar. .

Y [ From Subjeck
Lisa Leight RE: Feedback to Survey Resulks
Jim DiSanko RE: Feedback to Survey Resulks
Wfillo S'Brien Re: Rz mockups

Betlin, Chris RE: F¥I -- some articles I've had published recenthy

Right click, hold, and drag to Calendar

Catengar — [wbox

My Calendars

Recejver

wed 12
Tue 121
Tue 12/
Tue 12f

f—| Contacts
Ilﬂ
ﬂ Tasks
MNotes

(4 [7] 2

: FY1 -- some articles I've had published recently

& Berlin, Chris [berlinc@westinghouse.com]
To: 'Dan Markowvitz'

Dan,

Those are good comments, but perhaps we need to leapfrog her. Furthermaore, the lean and =ix sigma pre
at Westinghouse and her same perceptions may be well rooted across the campany. | will do some moare
having an interview an Jan 4th to get into the Custormer First program which incorporates Lean. My sches

2008.

=it tight and | will do some moare scouting. Also - your website is quite iImpressive,

From: Dan Markavitz [mailto:dan@timebackmanagement.cam]
Cont: Tihacdzaw Narambar 12 2006 20007 PhaA

g ThFerm=



D acdbew v | 4 A3 > | i Reply aReply to All (2 Forward | -_-ﬁ Send/Receive - | ?pFi_nd % @ | @ Tvpeacontacktofind = | (@) | !

E@|@E&ck@j|[ﬁ[j|_|§5|ul[“_‘|:‘|@|Messages 'ljﬁ“i!

Caengar  [wbox

My Calendars

i Calendar

ﬁ Calendar
ﬁ Calendar

open a shared Calendar. ..

* 3@ From Subject Received

=l Date: Today

@ Bary Sherman Boston Meeting Sat 2/26/2000 4:25 PM
=i Bary Sherman Introdug#ion to Home Depot Sat 2/26/20080 4124 PM,
i Bary Sherman ASTOF ollow-up Sat 2/26/2008 4:24 PM

4 Date: Yesterday

! :i:lz Calendar |

Release right mouse button

- Copy Here as Appointment with Text
d Mail Copy Here as Appaintment with Shorkcut
% | Contacts Copy Here as Appointment with Atkachment
= Mowe Here as Appoinkment with atkachment Choose “Move Here...”
ﬁ Tasks
Cancel
——
Mokes




%] Inbox - Microsoft Outlook

! Fle Edt Wew Go Tools  Actions  Help -
P yiblew - | G

} & Snaglt =] | Wing ! Fle Edt iew Insert Format  Tools  Actions  Help

m : el Save and Close | =4 Il | *¥Recurrence... | EImite Attendees | ¥ B | X | &+ - o+ - | @ ! : & snaglt | | window
:

Faworite Folders

Agenda for January 30 meeting - Appointment

Appainkrent I Scheduling |

| The Sig Pl
Al Vi Eolders Subject: |.ﬁ.gen|:|a For January 30 meeting
3 E\’_@' Personal Falders Location: | A | Label: ||:| Mone
3] Deleted Them
7] Drafits Start time: | |Mon 3{15/2007 v | |3:30Pm v | [l day event
= [ Inbox
= [ 1 Workin End time: !Mnn 211a(2007 v |4:|:||:| M v|
= 3 Client
E E [+] Reminder: |15 minukes V| Show time as; |. Busy b
W o O
£ webs ™ Origina
[+ [ 2 Refere |
% Junk. E-mail ygenda For January
Cukho 30 meeting 1
E Sent Items e m all
& [ Search Folde
# 3 Archive Folders
’_ Contacts,.., ] | | l Categaries. ., ] |

ﬁ Mail
31% Calendar

35' Contacts
=
g] Tasks

oit tight and | will do some more scouting. Also - your website is quite impressive.

From: Dan Markovitz [mailho:dand@timeback management.com]
Sent: Tuesday, Decernber 12, 2006 8:07 PM
T Parlicn —hric




@ @ JEII"IL.IE]IY 28, 2008 Search Calendar
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BEFI"I

gﬂﬂ Frocess Email & Phone Calls

SDEI Process Email & Phone Calls
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Batch personal interactions
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box - Microsoft Outlook

= Edit Wiew Go  Tools  Acktions  Help Type aq

ARG C® Advanced E-mail Options

B
e
ai}
=

Qialeliae

_Hange the appearance of messages and the way they are handled,

[ Junk E-mail. .. ][E-mailetiDns... ]

E-mail 0= Zwns

Message handling

Save messages

Sawve unsent items in:
AuboSave unsent every: minukes

[ ]1n folders ather than the Inbox, save replies with arigin:

Save forwarded messages

When new ikems arrive in my Inbox

Flay a sound
Briefly change the mouse cursor

®

Show an envelope icon in the notification area

Tasks é after moving or deleting an open ikem: | return to the Inbox “ |
| =y [ Close original message on reply or Forward Display a Mew Mail Desktop Alert (defaul: Inbox onlv)
Feminder Hme Save copies of messages in Sent Ikems Folder [ Deskiop Alert Setkings. .. ]
Automatically save unsent messages
Contacts ] g 2 When sending a message |

3 = Zhange default

Mokes

Change the app

Remove extra line breaks in plain text messages
Wead all standard mail in plain bext

adid all digitally signed mail in plain text

[ fdvanced E-mail Options. ., ] [ Tracking Cptions. .. ]

Cn replies and Forwards
=

_Ea |Inn:|u-:|e ariginal message text w |

When replying ko a message

Wwhen forwarding a message

Set importance: | Marmal

Set sensikivity: |I"-.I|:|rmal

[ Messages expire after: I:I days

&llovy comma as address separator
futomatic name checking
Delete meeting request from Inbox when responding

Suggest names while completing To, Cc, and Bec fields
[ ]Add properties to attachments to enable Reply with Cha

Cor |Inn:||_||:|e ariginal message text w |
Ta Frefix each line with: [
E | |
F »
N"-l IE [ ]Mark ey comments with:
ms Dan Martkovitz

start

Inbox - Microsaft Qut, .




Service Level
Agreements



Project Implementation Plan

Project Name: Pricing Overhaul

Objective: Improve profitability by increasing starting gross margins

ACTIONS Hrs People Involved Target Date [Comp. Date
Collect current prices & profit margins 5 Assistant 1/20
Collect competitor info 2 Assistant 1/23
Interview key customers 3 Self, VP Sales 2/5
Analyze research 2 Self 2/15
Organize & lead product 1 Self 2/25
development / sales round table
Get key customer feedback 3 VP Sales 3/15
Organize & lead sales / marketing 1 Self 3/25
round table
Finalize new product specs & pricing 1 VP Prod Development 3/30
Get final approvals 1 Self, 4/5
Present to the sales team 3 Self, VP 4120

Sales

PROJECT COMPLETION DATE: 5/1




The Toyota Way: Principle #14

“Become a learning organization
through reflection and continuous
improvement” (i.e., learn by
standardizing the best practices)

(Liker, 2004)



alendar, - Microsoft Outlook

Edit Actions
Dinew - | 2 [ g8 | Today || T]Day | 5] Wotk Week [7]wesk [37)Month | 2oFind % | (Gl Type acontact tofind  + | (@) | !
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O annual Events 10 00 W self ApdMMtment Project & D||TaskPad v
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Customize Curt e |& [0 Send Jim Hutchings @ EY a "hiliter" pen

1 0o | |&] [0 Barry Drexler's Resume

i Client Presentation
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200
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L W
6 oo éﬂ
7% ﬁﬂth

RUD

~
(= Mail

&=| Contacts

<

13 Ttems




Weekly Review



Thanks. Really.

Daniel Markovitz
dan@timebackmanagement.com
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